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General comments and recommendations:  
If deficiencies were found, is an improvement action plan recommended?
Is agency in compliance?
Form References:
Numbers in parenthesis are federal regulations.
Numbers in red are page numbers in the most current FTA Implementation Guidelines posted on the FTA website at http://transit-safety.volpe.dot.gov/Publications/order/default.asp. 
Description of any deficiencies found (include regulation citation) and corrections made to address deficiencies:
POLICY STATEMENT (§655.12)
1.  Has the policy been approved by the governing board or senior official of the transit agency? (655.15) 4-7
2.  Are the approval date and all updates clearly identified? 4-11 Date:
3.  Are there employee-signed acknowledgment forms or other documentation verifying that every safety-sensitive employee has received a copy or been advised of the policy's availability? (655.16) 4-8, 4-16 
4.  Does the policy state that all drug and alcohol testing of safety-sensitive employees is required by 49 CFR Part 655? (655.17)
5.  Does the policy state that all drug and alcohol testing of safety-sensitive employees will be conducted in accordance with 49 CFR Part 40? (655.51) 4-4 
6.  Does the policy include a contact name or office for employees to ask questions about the drug and alcohol testing program? (655.15) 4-2 
7.  Does the policy identify the specific categories of Safety-Sensitive Employees whoare subject to drug and alcohol testing?  (655.4) (655.15) 2-6, 2-10
w Operating a revenue service vehicle?
w Maintaining a revenue service vehicle or equipment used in revenue service?
w Dispatching or controlling movement of a revenue service vehicle?
w Operating a non-revenue vehicle that requires a CDL?
w Carrying a firearm when required for security purposes? (may not apply)
w Does the policy include volunteer employees? (may not apply)
8.  Does the policy include an analysis of safety-sensitive job functions to determine which employees are designated as safety-sensitive? 2-8, 2-10 
9.  Does the policy state that participation in the drug and alcohol testing program is a condition of employment for all safety-sensitive employees?  (655.15) 4-2
10.  Does the policy state that the use of illegal drugs is prohibited at all times and employees may be tested for drugs anytime while on duty?  (655.21) (655.45) 4-2
11.  Does the policy state which prohibited substances the employees will be tested for? (655.21)
12.  Does the policy state that consumption of alcohol is prohibited when performing a safety-sensitive function?  (655.32) 4-2, 8-12
13.  Does the policy state that employees are prohibited from consuming alcohol 4 hours prior to performing safety-sensitive functions?  (655.33)
14.  Does the policy state that employees are prohibited from consuming alcohol while on call?  (655.33) 4-2, 8-12
15.  Does the policy state that on-call employees will be given the opportunity to acknowledge the use of alcohol and the inability to perform safety-sensitive functions? (655.33)
16.  Does the policy state that an alcohol test may be conducted just before, during and just after performing a safety-sensitive function?  (655.45) 6-17
w A pre-employment test for an employee who has been removed from safety-sensitive duties and removed from the random testing pool for more than 90 days?
w A negative alcohol test result (less than .02 BAC) required prior to performing safety-sensitive duties? (655.42) 6-2
Note:  May not apply as pre-employment alcohol testing is optional.
18. Does the policy cover the circumstances for Random Testing: (655.45) 6-12
w Random selections are made using a scientifically valid method? 6-18
w Testing will be spread reasonably throughout all periods of the calendar year? 6-17
w Testing is conducted during all hours and days when safety-sensitive duties are performed? 6-17
w Testing is unannounced and immediate? 6-17
19.  Does the policy cover the circumstances for Post-Accident Testing?  Note: Lift accidents that result in the following consequences may require testing. (655.4) (655.44) 6-7
w When an individual dies?
w When an individual suffers bodily injury and immediately receives medical treatment away from the scene of the accident?
w When one or more vehicles (including non-FTA funded vehicles) incur disabling damage and are transported away from the scene by a tow truck or other vehicle?
w Testing all safety-sensitive employees whose performance could have contributed to the accident?
w Not testing employees whose performance can be completely discounted as a contributing factor?
w Conducting alcohol tests within the 2 hour and 8 hour rules? 
w Conducting drug tests within 32 hours?
w Requiring employee(s) to remain readily available?
w Prohibiting employee(s) from consuming alcohol for 8 hours following an accident, or until a post-accident test has taken place, whichever comes first? (655.34) 4-2, 8-12
20.  Does the policy cover the circumstances for Reasonable Suspicion Testing? (655.43) 6-5
w Observations are based on an employee's appearance, behavior, speech or body odor?
w Determinations are based on specific (not vague), contemporaneous (occurring right now), articulable (can be described) observations?
w Determinations are made by a supervisor or company official trained in detecting the signs and symptoms of drug use and alcohol misuse? 
POLICY STATEMENT (§655.12)
17.  Does the policy cover the circumstances for Pre-Employment Testing: (655.41) 6-1
w A negative drug test result required prior to performing safety-sensitive duties?
w Evidence of a successful rehab program for an employee/applicant who previously failed a DOT drug test?
w A negative drug test result for a previous non safety-sensitive employee transferring into a safety-sensitive position?
POLICY STATEMENT (§655.12)
22.  Does the policy identify those behaviors that constitute a Test Refusal? (6.55.15)  Note: Refusal to take a non-DOT test is not a refusal to take a DOT test. (40.191) (40.261) 4-3 
w Failure to appear at the collection site in a reasonable time as determined by the employer.  (Does not apply to pre-employment) 
w Failure to remain at the testing site until the testing process is completed. (Does not apply to pre-employment)
w Refusal to provide a specimen. (Verbal or physical absence) 
w Failure to allow monitoring or direct observation for drug testing. 
w Failure to provide sufficient specimen with no medical explanation 
w Failure to take a second test if directed to do so. 
w Failure to have a medical evaluation if required by an MRO or employer. 
w Failure to cooperate with any part of the testing process. 
w Failure to follow observer's instructions during observed collection.
w Possess or wear a prosthetic or other device interfering with collection.
w Admit to adulterated or substituted specimen.
w MRO verification of a test as adulterated or substituted. 
w Failure to sign Step 2 of the Alcohol Testing Form. 
w Failure to remain available for testing following an accident? (655.44) 
23.  Does the policy specify the consequences for a test refusal, positive drug test result, or a confirmed alcohol concentration greater than 0.04? (655.15) (40.171)
w Employee will be immediately removed from safety-sensitive duties. (655.61)
w Employee will be referred to a substance abuse professional (SAP).  (655.62) 
w Does the policy address split specimen testing and include when an employee has access to a test of their split specimen?
24.  Does the policy specify the consequences for a confirmed alcohol concentration of 0.02 or greater, but less than 0.04? (655.15) (655.35) 4-4, 8-11
w Removal from safety-sensitive duties until the next regularly scheduled duty period, but not less than 8 hours, or 4-5 
w Removal from safety-sensitive duties until confirmed alcohol concentration is less than 0.02
w Additional consequences are not mandated by DOT; are additional consequences clearly specified as non-DOT? 
21.  Does the policy cover the circumstances for Return To Duty and Follow-Up Testing? (655.46) (655.47) 40.67(b)
w Is it clearly stated whether the transit agency has a zero tolerance or second chance policy? 4-7
w Is it clearly stated that all return to duty and follow-up testing will be conducted as specified in 49 CFR Part 40 and Part 655? Note: It is recommended to include these sections even with a zero tolerance policy. 
w Is it clearly stated that all employees who go for return-to-duty and follow-up testing must have their collections observed?
w Does the policy adequately provide procedures for direct observation testing including instructions to raise clothing above waist, lower clothing and underpants, and to turn around to permit detection of any type of prosthetic or device?
1.  Do records verify that the transit agency receives negative drug test results on each new employee, transferring employee, and an employee missing from the random testing pool over 90 days prior to performing safety-sensitive duties?
2.  If a pre-employment test is cancelled, do records verify that the employee took another pre-employment test and received a negative test result prior to performing safety-sensitive duties?
3.  If pre-employment alcohol testing is conducted, do records verify that the transit agency receives negative test results prior to performing safety-sensitive duties?  Note: Pre-employment alcohol testing is optional.  (655.42)
4.  If an employee was working for another DOT-regulated employer in a safety-sensitive position within the previous two years, do records verify that drug and alcohol information was requested from the previous employer? (40.25) 6-29
w Did the employee provide written permission?
w Does it request information on alcohol tests greater than 0.04?
w Does it request information on positive drug test results?
w Does it request information on test refusals?
w Does it request information on other violations of DOT drug and alcohol testing regulations?
w Does it request documentation of the return to duty process?
RECORDS of PRE-EMPLOYMENT TESTING (§655.41) 6-1
4.  Do records verify that authorized supervisors or company officials received at least 60 minutes of training on the physical, behavioral, speech and performance indicators of probable drug use? 5-4 
5.  Do records verify that authorized supervisors or company officials received at least 60 minutes of training on the physical, behavioral, speech and performance indicators of probable alcohol misuse? 5-4
1.  Are informational materials regarding the drug and alcohol program and the employee assistance program (EAP) displayed in the workplace? 5-2
2.  Are drug and alcohol program and EAP information distributed to all safety-sensitive employees? 5-2
3.  Do records verify that all safety-sensitive employees received at least 60 minutes of drug awareness training, including 5-3
w The effects and consequences of prohibited drug use on personal health, safety, and the work environment
w The signs and symptoms that indicate prohibited drug use  
EDUCATION AND TRAINING PROGRAMS (§655.14)
25.  Does the policy cover the circumstances for a Dilute Negative test result? (40.197)
w MRO will require a recollection under direct observation if the creatinine level is >2 mg/dl but <5 mg/dl
w If creatinine level is >5mg/dl, policy states the circumstances under which the agency recollects.  Note: recollection is optional but the recollection must not be observed. 
w If a second test following a negative dilute also results in a negative dilute, the policy states that the test will be considered a negative and no additional testing will be required unless directed to do so by the MRO.
26.  Does the policy describe the employee's right to access his or her own drug and alcohol records? (655.73)
27.  Are non-DOT requirements clearly separated from the DOT requirements in the policy statement? (655.15) (655.17) 4-7 
POLICY STATEMENT (§655.12)
1.  Do records confirm that a DOT drug and a DOT alcohol test were conducted for each accident that meets the FTA testing criteria?
w Do recorded times verify that the alcohol test was administered before the drug test? (40.61)
2.  Does the recorded time on each DOT Alcohol Testing Form (ATF) verify compliance with the 2 hour and 8 hour rules for alcohol testing? 6-9
w If alcohol testing was not conducted within 2 hours of the accident, are there written explanations of the delays and actions taken?
w If alcohol testing was not conducted within 8 hours of the accident, are there additional details of the attempts and/or delays?
3.  Does the recorded time on each DOT Custody and Control Form (CCF) verify compliance with the 32 hour rule for drug testing? 6-9
w If drug testing was not conducted within 32 hours of the accident, are there written records describing the attempts and/or delays?
4.  If unable to conduct a DOT post-accident test within the required time period, does the transit agency have test results from other federal, state, or local officials?
RECORDS of POST-ACCIDENT TESTING (§655.44) 6-7         
3.  Does the recorded time on the DOT Custody and Control Form (CCF) verify that drug testing was conducted when a safety-sensitive employee was on duty?
4.  Does the recorded time on the DOT Alcohol Testing Form (ATF) verify that alcohol testing was conducted within 2 hours of a reasonable suspicion observation?
w Are there written explanations of the delays and actions taken if alcohol testing was not conducted within 2 hours of the observation? 
w Are there written records describing the attempts and/or delays if alcohol testing was not conducted within 8 hours of the observation?
1.  Does the agency use a checklist or other written documentation to record reasonable suspicion observations?
w Does it include specific (not vague), contemporaneous (occurring right now), and articulable (can be described) behaviors; not hunches or “gut feelings”?
w Does it list the employee's appearance, behavior, speech or body odor that led to the reasonable suspicion observation?
w Does it include the name of the supervisor or company official making the observation?
w Does it state the time and date of the observation?  Note: Observations of probable alcohol misuse can only be made during, just proceeding, or just after the performance of safety-sensitive duties.
2.  Do training records verify that determinations were made by a supervisor or company official trained in detecting the signs and symptoms of drug and alcohol misuse? (655.14)? 
RECORDS of REASONABLE SUSPICION TESTING (§655.43) 6-5
5.  If there is no response from the previous employer, are there documented good faith efforts in attempting to obtain this information?  (40.25)
6.  Does the transit agency have signed consent forms from previous employees before giving drug and alcohol information to subsequent employers? (655.73)
w Does the transit agency maintain a written record of the information released, including the date, the party to whom it was released, and a summary of the information provided? 
RECORDS of PRE-EMPLOYMENT TESTING (§655.41) 6-1
1.  Does the transit agency maintain a current list of qualified substance abuse professionals (SAP)?  (40.287) 9-2
2.  Do records verify that the transit agency refers each employee that violates a DOT drug and alcohol regulation to a SAP?  Note: The transit agency must provide this resource even if it does not retain the employee.  (40.287) 9-3
3.  If the transit agency has a second chance policy, do records verify that the employee has completed all SAP-prescribed education and treatment before returning to safety-sensitive duties? (40.285) (40.289) 9-1
4.  If the transit agency has a second chance policy, do records verify that the employee has a verified negative test result before returning to safety-sensitive functions?  (40.305) 6-19, 9-4
5.  Does the DER have a written copy of the SAP's follow-up drug and/or alcohol testing plan for the returning employee?  (40.307) (40.311)
RECORDS of RETURN TO DUTY AND FOLLOW-UP TESTING (§655.46 and .47)
9.  If the employee also took a DOT alcohol test, does the recorded time on the Alcohol Testing Form (ATF) verify that alcohol testing was conducted before drug testing? (40.61)
10.  Are records kept explaining why an employee may not have been available to test during the entire testing period?
11.  If an employee was legitimately excused from work when notified for testing, do records verify that the employee was tested immediately upon return to work?
12.  Does the transit agency maintain a spreadsheet, graph or similar documentation on the randomness of their random testing?
w Is testing conducted evenly throughout the testing period? (i.e. quarter, month, week, or day)
w Is testing conducted whenever safety-sensitive functions are being performed; including nights, weekends, and holidays?
w Is testing spread reasonably throughout the year?
1.  Are random test selections conducted at a minimum of once a quarter? 6-16
2.  Do records verify that the transit agency's employee roster is updated prior to each random selection?
3.  Is the random selection done with employee identification numbers to protect the confidentiality of employees?
4.  Is a computer-based random number generator or similar scientific method used to select employees for testing?
5.  Does the transit agency monitor their progress towards the minimum annual percentage rates set by FTA?  Note: Only completed tests can be used to meet this test rate.
6.  If the transit agency consolidates their random testing with other DOT-regulated employees in a consortium, is there documentation to verify the consortium's annual test rate?  (40.347)
7.  Do records verify that non-DOT employees are placed in a separate random testing pool from safety-sensitive employees? (40.347)
8.  Does the recorded time on each DOT Custody and Control Form (CCF) verify that the employee arrived at the collection site in a timely manner after notification?  (40.191) (40.61) 
RECORDS of RANDOM TESTING (§655.45) 6-12
5.  Does the transit agency have written details of the decision making process for each accident where they determined that drug and alcohol testing was not required? 6-31
6.  Are there drug and alcohol test records of other safety-sensitive employees who may have contributed to the accident? 
RECORDS of POST-ACCIDENT TESTING (§655.44) 6-7         
1.  Does the transit agency have a secured location with controlled access for all drug and alcohol records?  (40.333) (655.71)
2.  Are DOT and non-DOT testing records filed separately? (40.13)
3.  Are DOT forms used for DOT mandated drug and alcohol tests only? (40.13) (40.45)(40.227) Note: Transit agencies that test under their own authority may not use DOT forms for non-DOT tests.
w If a non-DOT form is used for a DOT test, does the transit agency know how to make the necessary correction? (40.205) (40.271)
4.  Does the transit agency's notification to test form clearly state that the drug and/or alcohol test is DOT regulated or non-DOT?  (655.17) 
5.  Do records verify that the transit agency receives written requests from employees before granting them access to their own drug and alcohol records? (655.73)
6.  Do records verify that the transit agency retains the following records for 5 years? (40.333) (655.71)
w Positive drug test results, including employee disputes?
w Positive alcohol tests (0.02 or greater), including employee disputes?
w Drug and/or alcohol test refusals?
w All SAP documentation, including referrals, follow-up testing plans and test results? (40.311)
w Annual copies of the Drug and Alcohol Management Information System (DAMIS) reports?
7.  Do records verify that the transit agency retains the following records for 3 years? (40.333) (655.71)
w Records from previous employers?
ADMINISTRATIVE REQUIREMENTS 10-1         
1.  Do recorded times verify that the transit agency receives alcohol test results from the BAT immediately after testing?
2.  Does the MRO office provide verbal drug test results followed by a written report? (40.163)
w If the MRO uses verbal transmission of drug test results, is there a password or verification method to ensure confidentiality?
w Does the recorded date on the MRO's written report verify that drug test results were received within 2 business days of the verbal transmission?
3.  Does the transit agency use a spreadsheet or similar method to ensure the receipt of test results from the MRO or C/TPA? Note: Agency must not assume “no news is good news.” (40.17)
4.  Does the transit agency have a controlled means, such as a designated fax machine, or password protected e-mail, to receive test results?
PROCESS for RECEIVING TEST RESULTS (§40.167 and .255)
6.  Does the follow-up testing plan include a minimum of 6 follow-up tests conducted in the first 12 months the employee is returned to safety-sensitive duties? (40.307) (655.47) Note: The plan must not contain the actual dates of testing. 6-19, 9-5
7.  Do records verify that the employee is included in the random testing pool while also subject to follow-up testing?
8.  Do records verify that the transit agency maintains the SAP follow-up testing plan from previous DOT employers for any new hires? (40.307)
RECORDS of RETURN TO DUTY AND FOLLOW-UP TESTING (§655.46 and .47)
SERVICE AGENTS 5-8, 7-14
DHHS Certified Lab (40.3): 
Address:                                                                                 Phone Number: 
Is the lab on the Department of Health and Human Services (HHS) certified list? Note: Verify with the list located at http://www.dot.gov/ost/dapc/
Substance Abuse Professional  (40.281):
Address:                                                                                 Phone Number:
Are there copies of the SAP's credentials on file?
Are there certificates of DOT qualification training on file?
Are there copies of continuing education on file?   Note: Certificates of continuing education must not be older than 3 years and pertain to the DOT program.
Screen Test Technician  (40.213): 
Address:                                                                                 Phone Number:
Are there copies of the STT's training documents on file?  Note: Training documents must not be older than 5 years.
Do training certificates match the ASD used on all DOT alcohol test forms?
Are the ASDs used listed on the National Highway Traffic Safety Administration (NHTSA) conforming products lists (CPL)?  Verify with the list located at http://www.dot.gov/ost/dapc/
Breath Alcohol Technician (40.213):
Address:                                                                                 Phone Number:
Are there copies of the BAT's training documents on file?  Note: Training documents must not be older than 5 years.
Do training certificates match the EBT or ASD used on all DOT alcohol test forms?
Medical Review Officer  (40.121):
Address:                                                                                 Phone number: 
Are there copies of the medical license on file?
Are there certificates of DOT qualification training on file?  Note: Certificate must be issued by a nationally-recognized MRO certification board.
Are there copies of continuing education on file? Note: Certificates of continuing education must not be older than 3 years and pertain to the DOT program.
8.  Do records verify that the transit agency retains the following records for 2 years?(40.333) (655.71)
w Employee records of the collection process, to include collection logbooks (if used)?
w Records of employee training programs?
w Calibrations tests for the evidential breath test (EBT) device?
w Documents related to post-accident drug and alcohol testing?
w Documents related to the random selection process?
w Documents related to reasonable suspicion testing?
w MRO documents verifying medical explanations for inadequate specimen samples?
9.  Do records verify that the transit agency retains the following records for 1 year? (40.333) (655.71)
w Records of negative drug and/or alcohol test results?
w Records of cancelled drug and/or alcohol test results?
ADMINISTRATIVE REQUIREMENTS 10-1         
Are these EBTs and ASDs listed on the National Highway Traffic Safety Administration (NHTSA) conforming products lists (CPL)?  Verify with the list located at http://www.dot.gov/ost/dapc/ 
Urine Specimen Collector (40.33):
Address:                                                                                 Phone Number:
Are there copies of training documents on file?  Note: Training documents must not be older than 5 years and include any error correction retraining documentation.
Do training certificates match the collectors' names on all DOT drug test forms?
Collection sites (list all sites):
Locations:
Hours of operation:
Have arrangements been made for collections after normal duty hours and on weekends, including holidays?
Does the transit agency inspect the collection site facilities? (40.11, 40.15)
Consortium / Third Party Administrator:
Address:                                                                                 Phone Number:
Is the transit agency in a combined random testing pool (consortium) with other DOT-regulated employers? (655.45)
The Texas Department of Transportation maintains the information collected through this form. With few exceptions, you are entitled on request to be informed about the information that we collect about you. Under §§ 552.021 and 552.023 of the Texas Government Code, you also are entitled to receive and review the information. Under § 559.004 of the Government Code, you are also entitled to have us correct information about you that is incorrect.  For inquiries call 512/463-8585.
SERVICE AGENTS 5-8, 7-14
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